NSSRS Opening a .txt or .csv File With Microsoft Excel
June 13, 2007

1. Open the Excel Program
a. Mac - double-click the Excel icon in the Dock
b. Windows Start —All Programs —Excel

2. Select Data -> Get External Data -> Import Text File.
NOTE: A blank Excel workbook must be open for the “Data” menu to be available.

3. Browse to find the file (.txt) and click the Open button. Be sure to look for All files.

4. The Delimited radial button should be selected.
Click the Next button.

Text Import Wizard - Step 1 ot 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the Data Type that best describes your data.
Original data type
Choose the file type that best describes your data:
@ Delimited - Characters such as commas or tabs separate each field.

) Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: | 1 % File origin: | Macintosh ﬂ
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Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. Yeou can see how your text is
affected in the preview below.

Celimiters | Treat consecutive delimiters as one

’Zl Tab __ Semicolon | Comma

5. If the file is tab delimited then click the Tab checkbox. £ Space (3 Orher
If the file is comma-delimited then un-check the Tab
checkbox and check the Comma checkbox. Click
Next to continue.
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6. Highlight the 1* field, move the scroll button all
the way to the right. Hold down the Shift key and
click the within the scroll window, so the entire
area becomes highlighted (black). Click the
Finish button.

7. Click the Text radial button.

Data preview
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To replace Column Headings with numbers instead of letters:

Mac: Select Excel = Preferences. In the General category, check the R1C1 reference style.
PC: Select Tools > Options. On the General tab, check R1C1 reference style.

Preferences
@ View | Settings
® Save ™ R1C1 reference style | Prompt for workbook properties
® Calculation
® Edit [ Provide feedback with sound
m "] Confirm launching applications in Open and New
®  Compatibility ——
® Custom Lists # Recently used file list: 4 - Entries
® Chart p—
® Color Measurement units: | Inches = { Web Options... )
® Security
® Error Checking -
Sheets in new workbook: 3 -
Standard font: Verdana @ Size: 10 E]
Default file location: IL Select... ..'.l
Alternate startup file location: k Select... )
User name: Sue Oppliger

E Show Project Gallery at startup
Description of preference
R1C1 reference style

Changes the reference style of row and column headings and cell references from Al style to RLC1 style. In AL

style, columns are labeled alphabetically, and rows are labeled numerically. In R1C1 style, both columns and rows
are labeled numerically.
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Now the column headings are numbers (1,2,3) which match the column numbers associated with each data

element in all NSSRS template instructions.
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